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This project presents the development of a teacher handbook
to facilitate teacher/school communication with Spanish-speaking
parents.

The handbook contains letters to parents in Spanish.

Research of school-parent communications, and parent involvement,
as well as a survey of elementary teachers was conducted.

It was

found that although communication with Spanish-speaking parents
is often

difficult, effective communication efforts promoted parent

involvement and increased student achievement.

The findings

supported the need and benefit of a handbook of this nature.
Recommendations for the implementation of the handbook are
discussed.
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CHAPTER 1

Background of the Study

Introduction
Effective communication between teacher and parent is
essential in the educational process.
communicate with parents.

Teachers must be able to

Meaningful communication between the

two is often the key to the success of the student.
are informed of school programs,

When parents

and invited to participate, they

become more involved in their child's education.

This parental

involvement usually leads to improved academic success for the
student.

Brandenburg-Ayres (1990) states that "Parent involvement

is associated with a variety of positive social, emotional and
academic results" (p. 17).

Similarly, Epstein (1986) writes that

"The success of the children is more likely if their parents are
informed and involved" (p. 12).
One group of students, however, is often denied the benefit of
communication between parent and teacher, and therefore denied the
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improved chance for academic success.

These students are from

families where the primary language is not English.

Teachers often

find even simple communication difficult or impossible.

Essential

school communication or information is usually not conveyed to the
home.

Due to the lack of information and understanding of the

school system, non English-speaking parents are hesitant to become
involved.

Delgado-Gaitan (1991) explains this problem:
Where sociocultural congruency exists between home and
school settings, children have a greater chance of
succeeding in school.

Parents who are knowledgeable

about the school's expectations and the way in which the
school operates are better advocates for their children.
Less knowledgeable parents face problems in relating
with schools relative to children's development and
school success (p. 21).
The benefits of communication between teacher and parent,
and parental involvement cannot be ignored.

The quality of

education is often diminished for students with non
English-speaking parents.

Something as simple as being aware of

schedules, activities and current subject matter is a first step
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toward the involvement of this group of parents.

Often, and as a

consequence of awareness of school activities, the next step is
cooperation and involvement in the total educational process.

When

teachers involve non English-speaking parents in their child's
education, the result is "positive academic consequences" (Cummins,
1986, p. 26).
In Wenatchee, Washington, the Hispanic population comprises
approximately 25% of the city's population, with a school district
population of 15% (Tiffany, 1992).

Serious communication problems

with this segment of the population and the school district already
exists, and needs to be addressed.

Teachers with little or no

Spanish language training may have several students with parents
who do not speak English.

There are Spanish-speaking teachers and

aides in the district, but there is little or no time for the
translation of letters or notices due to their daily and intense
involvement with Spanish-speaking students.

Phone calls or home

visits are currently the primary mode of communication with
Spanish-speaking parents.

They are time consuming activities

which are mostly used for high priority situations such as illness,
behavior problems, or the signing of forms.

Messages of a general
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nature are not currently conveyed over the telephone or by a home
visit.

It is very difficult at times for most teachers to send the

simplest of messages to these non English-speaking parents.

The

first step to improved communication and parent involvement is to
transmit basic information about school to parents in their native
language.

Purpose
As a bilingual teacher in the Wenatchee School District, the
writer knows first hand that meaningful communication with
Spanish-speaking

parents is very beneficial to the students.

The

writer has also seen the frustrations of her colleagues in their
attempts to effectively communicate simple messages to
Spanish-speaking parents.

The purpose of this project was to

develop a teacher's resource handbook of general letters and
messages, which would help them better communicate in Spanish
with these parents.

The handbook consists of basic notices and

letters which are often sent to parents.

Both the English and the

Spanish forms of the letters are included, and are organized into
categories to facilitate ease of use.

Teachers do not need to know
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Spanish to use the handbook, but can identify the content of the
letters by reading the English equivalent.

An inservice will be

offered to Wenatchee School District personnel to introduce and
explain the handbook, and make recommendations for the use of
bilingual resource people.

This project is meant as a first step to

improve communications with Spanish-speaking parents of the
Wenatchee schools.

Significance
This project is a response to the need for better
communication with the Spanish-speaking parents in the Wenatchee
School District.

It is also an attempt to inform parents about the

schools, and better involve them in the education of their children.
Research has shown that parental involvement in school is of
benefit to students.

School-to-home communications is one type of

parent involvement (Epstein, 1987).

Teachers in the Wenatchee

School District need tools to communicate with the
Spanish-speaking parents.

This handbook is one tool which should

help increase communication and the involvement of
Spanish-speaking parents in the schools.
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Limitations
As previously mentioned, this handbook is seen as a first step
to improved communications with Spanish-speaking parents.

It is

not meant to be a total communication system within itself, since
it involves only written language, which may exclude poor or
reluctant readers.

The need for a back-up oral language system of

bilingual teachers, aides or community members would be necessary
in some situations to insure two way communication, which is the
most beneficial method of communication.
Another limitation of this handbook is the scope of topics
covered.
nature.

The items included in each individual letter are general in
It is difficult to anticipate all the situations that might

arise in each classroom.

The handbook may be more applicable to

the elementary classroom, grades Kindergarten through fifth,
because the survey was limited to elementary teachers.
Finally, this handbook was developed for use in the Wenatchee
School District, and for the Spanish-speaking population
of the Wenatchee area.

Other districts will have different needs,

and perhaps different languages represented.
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Definition of Terms
Bilingual:

The ability to speak two languages.

For the purpose

of this project, English and Spanish.
Communication: "The process of people sharing thoughts, ideas
and feelings with each other in commonly understandable ways"
(Hamilton, Parker & Smith cited in Pankake, Stewart & Winn,
1990, p. 54).

Handbook:

A manual with reference material about a specific

topic.
Non English-speaking:

People who speak very limited or

no English.
Parent:

The legal guardian of a child.

CHAPTER2

Review of Related Literature

The connection between school-parent communication/parent
involvement, and student success, was investigated.

An Educational

Resources Information Centers (ERIC) computer search was
conducted for research from the last ten years.

Parent-school

communication, and parent involvement in schools were the most
common topics that surfaced in the research.

Of special interest

was the nature of communication with, and parent involvement of
Spanish-speaking, or non English-speaking parents, to ascertain the
benefit of a resource handbook of letters for use with these parents.
This chapter will review the literature on communication
between parents and schools, as well as parent involvement in
schools.

A connection between these topics and the project at hand

will be examined in the summary at the end of the chapter.
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Parent-School Communication

The literature on parent-school communication is vast.
an important topic which merits much consideration.
many subtopics which could be discussed.

It is

There are

To narrow the scope of

the review, the following subtopics were selected for this project:
1.

Types of communication

2.

Barriers to communication

3.

Solutions to communication barriers

4.

Benefits of communication

The subtopics will be addressed separately, then summarized
at the end of the chapter.

As noted earlier, literature which

addresses the needs of Spanish-speaking parents is of special
interest to this project.
Types of Communication
Many different methods and formats are used by schools to
communicate with parents.

The printed message however, has

historically been the main medium of communication between the
school and parents (D'Angelo & Alder, 1991 ).

Printed messages

include notices, letters, and forms (Epstein, 1986; Chrispeels,
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1988). These messages can, and should, vary in format to meet the
needs of the parents for which they are made.

Schools should be

aware of parents' level of literacy and the language preferred for
reading, listening, speaking and writing.

These factors should be

taken into account to assure effective communication with all
parents (D'Angelo & Alder, 1991 ).
Chrispeels (1988) mentions several other forms of parent
communication.

These include face to face contacts such as

conferences, telephone calls, and environmental elements of the
school.

The latter is a nonverbal form of communication which is

communicated through pictures, posters, banners or other items
found in schools.
Barriers to Communication
Each of the previously mentioned type of parent
communication has limits or deficiencies.

There are also other

factors which interfere with communication.

Brandenburg-Ayres

(1990) points out that some parents don't speak or read English, and
still others don't have a telephone.
all three.

In some instances, parents lack

In this case, standard printed messages, conferences, and

telephone calls would not reach these parents.
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Epstein (1987) mentions that not all students are reliable
message carriers.

If parents are able to read messages, they don't

always receive them.
conferences.

Additionally, not all parents are available for

At times, parents work odd hours and it is difficult to

reach them on the telephone, and even more difficult to meet with
them personally.
Solutions to Communication Barriers
There are many ways to break the barriers to communication.
Many of them are time consuming, but worth the effort.

The

translation of written material into the home language is one of the
most important and effective solutions to communication barriers
(Bozik, 1989; Brandenburg-Ayres, 1990; D'Angelo & Adler, 1990).
Epstein (1986) very clearly demonstrates the need for written
translation, as well as bilingual personnel:
As schools and communities work to assist parents with
limited English skills, the teachers and administrators
will need to communicate in the parents' language of
proficiency about the supplies children need, suggested
study habits ... school programs and policies, and many
other topics.

Similarly, major publications, materials,

12

and notices from the school may need to be translated
for parents to assure their full understanding, and
workshops for parents and parent teacher conferences
may require that translators are available to assist
parents to understand the information and communicate
as an equal with their children's teachers (p.10).
Chrispeels (1990) and Epstein (1987) also advise the use of
written translations, bilingual personnel for conferences, phone
calls, home visits, and the U.S. Mail to reach parents.
Benefits of Communication
There are many benefits to effective communication between
parents and schools.

Epstein (cited in Brandt, 1989), and Cummins

(1986) assert that communication is the foundation upon which
parent involvement and strong home-school partnerships are built.
Delgado-Gaitan (1991) asserts that information sent home to
parents in their native language is a way of providing sociocultural
knowledge about the school, which may assist parents who are new
to this country, or from a different culture.

This information can

then be used to support the children and the schools.

Chrispeels

(1988) also suggests that communication helps not only the parent,
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but the school as well, in assisting the child's learning.
Finally, one of the most important benefits of communication
between parents and schools is the increased likelihood of student
academic success (Cummins, 1986; McAllister Swap, 1990).

Epstein

(1986) addresses this issue in terms of non English-speaking
parents and children, "The success of the children is more likely if
their parents are informed and involved.

School and family

connections may, in the long term, be a powerful force for assuring
the full membership of new immigrant children in American society"
(p. 12).

Parent Involvement in Schools

Parent involvement is an important aspect of public
schools.

Most parents want to be involved in their child's education.

Many factors influence the degree to which parents become involved.
This section will examine parent involvement in several different
aspects:
1.

Types of parent involvement

2.

Barriers to parent involvement

3.

Solutions for involvement barriers
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4.

Benefits of parent involvement

Communication and parent involvement are closely linked to
one another, and therefore share similar problems and benefits.
Close attention was again paid to the research concerning
Spanish-speaking parents and will be summarized in the following
section.
Types of Parent Involvement
Joyce L. Epstein (1985, 1986, 1987) has contributed much to
the area of parent involvement.

She has identified and classified

five major types of parent involvement.

The first type is the

obligations of parents to provide the basic necessities of life, such
as food, clothing, and shelter.

Epstein also extends this obligation

to include supplies for school such as pencils and paper, and positive
home conditions for studying.

This first type of parent involvement

entails preparing the child to learn.
The second type of parent involvement is school to home
communications.

Parents are recipients of messages about the

progress of their children, as well as information about the school.
Some form of response from the parents may at times be needed to
acknowledge the receipt of the message, or to respond to a concern
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about their child, or a special activity.
Direct parent involvement at school is the third type.

Parents

may volunteer in classrooms, accompany the class on field trips, or
work in the office.

There are many ways parents can help at school,

"Parents can play many roles in schools, from recipients of
information, to audience and volunteers, to problem-solvers and
decision-makers"

(McAllister Swap, 1990, p. 79).

The fourth type of parent involvement deals with assisting the
child with school work at home.

Homework, as well as special

projects may require parents to become involved in the education of
their child.
Finally, parent involvement in governance and advocacy at
school is the fifth type.

Parents may become involved in parent-

teacher groups, help with school levies, or other matters.
Barriers to Parent Involvement
As may be anticipated, there are factors which prevent
parents from becoming involved at any one or all levels.

The ability

to communicate with all parents is one of the major obstacles.
Parents who can't read written messages either because of language
differences or low reading skills, will not be involved in home to
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school communications.

Similarly, parents who don't speak English

will be left out of face to face contact or telephone calls when they
are only conducted in English (Comer 1984). There are many parents
who come from different countries or cultures.

There may be

confusion over their role in parent involvement (Cummins, 1986;
D'Angelo & Adler, 1991 ).

D'Angelo & Adler (1991) found that, "The

absence of appropriate sociocultural knowledge precludes
acceptable participation in formal school activities, resulting in
isolation for many parents, especially those who have not been
schooled in the United States and who are limited in English
proficiency" (p.21 ).

Sociocultural knowledge refers to the

awareness of United States culture, and social norms.
Additional, D'Angelo & Adler (1991) and Chrispeels (1990)
point out that parents have different comfort levels when dealing
with the school system.

Some parents are at ease in the school

setting, while others are nervous.

For this reason, some parents

may participate at all levels, while others don't participate at all.
Time, energy, and work schedules are also determents to
parent involvement.

Many parents simply can't be involved at more

than the basic levels because of work responsibilities, either in or
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outside the home ( Chrispeels, 1990; D'Angelo & Adler, 1991).
Finally, Epstein (cited in Brandt, 1989) acknowledges that
many parents are not asked to become involved beyond the basic
obligation, or school to home communication level of participation.
Solution for Involvement Barriers
As noted in the previous section, positive, two-way
communication is a major factor in parent involvement.

Therefore,

a solution to this barrier is to improve communication with parents
(Comer, 1984).

As learned from an earlier discussion, this can be

achieved through the use of written translations, bilingual
personnel, telephone calls, or home visits (Epstein, 1987; Bozik,
1989; Brandenburg-Ayers, 1990; Chrispeels, 1990).
Epstein (cited in Brandt, 1989) suggests a three pronged plan
to improve parent involvement.

This plan includes (a)

the

assessment of present involvement practices to revise the plan to
meet the need of the parents,

(b)

specifically involve parents, and

homework that is designed to
(c)

the increased flexibility of

teachers and schools with regards to volunteer time.
Benefits of Parent Involvement
Research over the last 20 years has shown the benefits of
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parent involvement not only for the child, but the school as well.
Brandenburg-Ayres (1990) reports that student behavior at school
often improves as a result of parent involvement.

She also notes

that parent involvement improves the relationship between the home
and the school.

Parents who take an active part in the school

usually have positive feelings about the school and their
involvement.

Chrispeels (1988, 1990) found that parent involvement

fostered a positive attitude towards the school.
Finally, one of the major benefits of parent involvement is the
improvement of student achievement (Epstein, 1985; Cummins,
1986; Chrispeels, 1988, 1990).

Cummins (1986) reports, "The

researchers report that parental involvement had a pronounced
effect on the students' success in school (p.37).
Epstein (1986)

concurs with Cummins:

Researchers, practitioners, and policy makers have begun
to note the importance of parent involvement as a
component of effective schools.

The acknowledgements

of the importance of parent involvement are based on
research findings accumulated over two decades that
(

show that children have an advantage in school when
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their parents encourage and support their school
activities.

The evidence is clear that students gain in

personal and academic development if their families
emphasize schooling, let the children know they do, and
do so continually over the school years (p.3).
There is no doubt that parent involvement has many benefits to
all parties involves, but especially to the students, who may benefit
the most.
Summary

The writer focused on the topics of communication with
parents, and parent involvement to determine the need and benefit of
a handbook of letters for Spanish-speaking parents.
The subtopics of types, barriers, solutions to barriers, and
benefits were examined in both school and parent communication, as
well as parent involvement, and the results were reported.
One of the main findings of the research was that schools
must be able to communicate with parents in order to involve them
in the education of their child.

The use of translated written

material was viewed as an important element of the communication
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system with parents.
When parents are informed about the school, they start to
become more involved with the education system.

This parent

involvement has been shown to be very beneficial to the school, the
parents, and especially the child.
It is clear from the research that a handbook of letters in
Spanish would not only help to improve communications with
parents, but inform the parents about the school, report on student
progress, and begin to involve the parents in their children's
education, all of which would have a positive impact on student
achievement.

CHAPTER3

Procedure

Several steps were taken to develop the resource handbook:
1.

The writer had and interest in a handbook to improve

communication with Spanish-speaking students and parents.
2.

A survey was developed and administered to help determine

need and content items in the handbook.
3.

The topics of school-parent communication and parent

involvement in schools were researched.
4. The project and the handbook were created.
5.

The handbook was reviewed by colleagues, and suggestions

were given for revisions.
6.

Revision of the handbook.

As a bilingual teacher in the Wenatchee School District, the
writer had an interest in helping other teachers to communicate
more effectively with the Spanish-speaking students and parents in
the schools.

This interest inspired the idea of a teacher handbook,
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which would include classroom vocabulary and letters to parents
translated into Spanish.

The vocabulary would be used with

students, and the letters would be sent home to parents.
The question arose as to which types of letters would be the
most useful for teacher-student and teacher-parent communications
in Wenatchee, especially for those teachers with little or no
knowledge of the Spanish language.

To address this question, the

writer decided to design and administer a survey.
The survey was designed to gather information as to
Spanish language ability of teachers in Wenatchee, and
topics they considered most useful.
pages (see Appendix A).

(a)

(b)

the

the

The survey consisted of three

The first page was a cover letter, which

explained the purpose of the survey, and how the results were to be
used.
The second page requested teachers to record their name
(optional), grade level, and Spanish language ability.

The remainder

of the second, and third page were check lists of topics for
vocabulary items and letter choices.

Teachers were asked to check

the topics they felt were the most useful.

Space was also provided

for teachers to suggest additional topics or comments.

This format
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was employed as an attempt to make the survey as easy to complete
as possible with the hopes of a 50% or higher return rate.
All teachers of Kindergarten through fifth grade (167
teachers) in the Wenatchee School District were selected to receive
the survey.

These levels were chosen due to the fact that the writer

is an elementary teacher and felt she could better understand and
address the needs of both teachers and parents at this level.

All

elementary teachers were included to gather as much information as
possible.
The survey was sent by inter-building mail (the "pony") to the
elementary teachers and specialists.
with the name of the teacher.
more personal.

Each survey was addressed

This was done to make the survey

An envelope with the writer's name and school were

included with the survey.

Both of the aforementioned items were

employed to help increase the return rate of the survey.
surveys were returned with the use of the "pony".

Most of the

The rest were

either given to the writer personally, or returned to her mailbox at
school.
The responses on the surveys were tabulated to discover which
topic items of vocabulary and letters received the most checks.
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Written comments were also recorded for future use.

These results

are discussed in Chapter 4.
After the survey was administered, the writer began to
investigate the topic of a resource handbook.

The research

determined that a handbook of classroom vocabulary was already
available in several different forms.

Therefore, the writer decided

to focus only on the letter aspect of the handbook.
research changed to school-parent communications.

The focus of the
The connection

between school-parent communication/parent involvement, and
student academic success surfaced as the main topics.

Types,

barriers, solutions, and benefits of school-parent communication
and parent involvement were investigated.
Research has shown that parent involvement in a child's
education has a positive impact.

Communication between school and

parent is one form of parent involvement.

This research

demonstrated that a resource handbook of letters in Spanish, along
with the English equivalents, would help a teacher better
communicate with non English-speaking parents, and therefore help
to involve these parents in the education of their child.
After the survey information and the research were gathered,
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the writer determined which letters would be included in the
handbook.

Once the letters were written and translated, colleagues

of both English and Spanish abilities reviewed the letters.

The

English letters were shown to several English-speaking colleagues
to check for clarity of expression and relevance.
letter topics were also suggested.

Some additional

The Spanish letters were shown

to native Spanish-speakers to check for appropriate Spanish
semantics, syntax and cultural accuracy and relevance.

Finally, the

handbook was revised to reflect the suggestions given to the writer.

CHAPTER4

Results of the Study

The study resulted in the creation of a resource handbook for
teachers, or other school personnel.

The handbook consists of basic

letters, and some general information for parents.

The letters are

organized into categories by topics, which the writer selected.

The

handbook contains two copies of each letter, one in English and the
other in Spanish.

The English letter is a reference for the teacher,

and shows the information to write in the blanks.

A letter to the

user with suggestions for implementation is also included.

The

handbook is contained in Appendix B with its own pagination.
Much of the content for the handbook was determined through
the survey.

One hundred sixty-seven surveys were distributed, and

95 responses were received, which was a 57% return.

Table 1 shows

the letter choices and the number of requests received from the 95
respondents.
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TABLE 1
Tabulation of Survey Results for Letter Items in Order of Priority

Letter

Requests

1 . Good work/behavior...................................................... 7 2
2. Behavior problems .......................................................... 7 I
3 . Conferences ........................................................................ 6 7
4. Welcome to school.. ......................................................... 5 9
5. School supplies letter..................................................... 5 8
6. Progress report ................................................................. 5 4
7 . Report card........................................................................ .5 4
8. Field trips ........................................................................... .4 0
9. Health concerns ................................................................ 4 0
IO. Homework problems ..................................................... .4 0

11. Invitation to school (general) ..................................... 3 8
12. Spanish-speaking contact person ............................. 3 7
I 3. Attendance rules ............................................................. 3 6
14. Open house......................................................................... 3 5
I 5 . Absences ............................................................................. 3 3
16. Early release day ............................................................. 3 0
I 7. Library books-over due or lost.. ............................... 2 5
18. Vacation days .................................................................... 2 4
I 9. Picture day ......................................................................... 2 2
20. Classparty .......................................................................... 20
21 . Home visit.. ......................................................................... 2 0
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Ninety percent of the letter choices listed on the survey were
included in the handbook.

Some of the letters were combined into

one, and some were divided into two or more.

Additional letters,

which were suggested by individual teachers, were also included.
The writer wanted to provide as much variety as possible to meet
the needs of most teachers.
The Spanish language ability question revealed that of the 95
people responding, 49 had "no" ability, 33 people had "low" ability,
10 rated themselves as either "medium" or "high", and only three
people were "fluent".

These results support the need for materials

in Spanish to assist non Spanish-speaking personnel.

CHAPTER 5

Summary, Conclusions, and Recommendations

Summary
The purpose of this project was to create a teacher's resource
handbook for use with Spanish-speaking parents in the Wenatchee
School District.

The percentage of Hispanic children in the

Wenatchee School District has increased rapidly over the last five
years to a current level of 15%.

The need to communicate with

these Spanish-speaking parents, and involve them in the schools is a
concern to many teachers and administrators.
Research was conducted of school-parent communication, and
parent involvement.

This research showed that effective

communication with parents, and their involvement in the schools
increased the likelihood of student academic success.

The research

also indicated that it is often difficult to communicate with non
English-speaking parents, and involve them in the schools.

It was

suggested that school-parent communications be conducted in the
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home language to increase understanding, and to help involve parents
in the school system.

This suggestion was addressed in part through

the development of the resource handbook.
The purpose of the handbook was to improve communications
with Spanish-speaking parents, and help involve them in their
child's education.

The handbook consists of basic letters in Spanish

about day to day school activities, student progress, student
behavior, and praise for work well done.

The letters consist of text,

blanks to be filled in, or items to be checked.
chosen to make the letters easier to use.

This format was

The contents of the

handbook were determined, in part, through a survey of Kindergarten
through 5th grade teachers in the Wenatchee School District.

The

writer ultimately selected the letters to be included.
Conclusions
As a result of the data from the study, the following
conclusions have been reached:
1.

Communication is essential for parent involvement in
schools.

2.

Parent involvement has a positive effect on student
achievement.
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3.

Wenatchee schools needs better communication with their
Spanish-speaking parents.

4.

A resource handbook for teachers which contains letters in
Spanish to parents could be an effective communication
tool.

Recommendations
This handbook of written letters is not intended to be a total
communication system.
personnel.

It should be supported by bilingual school

The handbook would, however, be a starting point for

teachers to begin a communication system.
The handbook should be introduced into the Wenatchee schools
as soon as possible.

An inservice will be presented to School

District personnel to explain the development of the handbook and
its function within the total school communication system.
Recommendations will be offered as to the use of the handbook with
the support of bilingual personnel already available.

It is hoped that

this inservice will encourage teachers to use the handbook to
enhance communications with Spanish-speaking parents, and to
encourage these parents to become more involved in the school

32

programs.
After one year, the use of the handbook should be evaluated.
This could be accomplished through the observation of the children
of Spanish-speaking parents to determine changes in attitude or
academic skills.

A parent survey should also be conducted to

determine if parents felt more informed and involved as a result of
the parent letters.

The results of such study would be a basis to

broaden and revise not only the handbook, but also communication in
other areas.
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Appendix A
Resource Handbook Survey
Dear Colleague:
The purpose of the attached survey is to gather input for the
creation of a resource handbook for communicating with
This survey is in

Spanish-speaking students and parents.

conjunction with a Master's degree project through the Department
of Education at Central Washington University.

The survey has been

approved for circulation by Central Washington University and the
Wenatchee School District.
This survey is being sent to all K-5 teachers in the
Wenatchee School District. The survey is not coded in any way. The
information gathered will be used to help determine the content of
the handbook.

All information will remain confidential.

Please complete the survey and return it to Joni Britt at
Mission View Elementary by May 1, 1992.

If you have any questions

regarding this survey, please feel free to contact me at
Thank you for your assistance!
Sincerely,
Joni L. Britt

35
Please note: A telephone number was redacted due to privacy concerns.

.
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Name

(optional) _ __

Spanish ability: (circle one)

none

low

medium

high

fluent

Grade you teach.
Current number of non or limited English-speaking students. ___

The resource handbook will be in both English and Spanish to
help teachers better communicate with Spanish-speaking students
and parents.
A.

Vocabulary
Please check ten of the following vocabulary areas you would
most want included in a resource handbook.

-----

academic subjects

-----

body parts

-----

calendar words

-----

city locations

-----

classroom management

-----

classroom objects

-----

classroom rules

-----

clothing

-----

colors
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comments for parent conferences
comments for report cards
computer terms
directional words (left, right, etc.)
emergency terms
family members
health terms
school locations
school personnel
school supplies
specialists

(Music, P.E., Library)

I have checked ten, but would use ,all items if
included in a resource handbook.
Additional vocabulary suggestions:
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B.

Letters to Parents
Please check ten of the following letters you would most
want included in a resource handbook.

absences
attendance rules
behavior problems
class party
conferences
early release day
field

trips

good work/behavior
health concerns
home visit
homework problems
invitation to school (general)
library books-over due or lost
open house
picture day
progress report
report card
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school supplies letter
Spanish-speaking contact person
vacation days
welcome to school

_ _ I have checked ten, but would use all letters if included
in a resource handbook.
Additional letter suggestions:

Additional topics or content suggestions:

Thank you for your help and suggestions!

Appendix B

Resource Handbook

COMMUNICATING WITH SPANISH-SPEAKING PARENTS:
A RESOURCE HANDBOOK

by
Joni Lynn Britt
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HANDBOOK INFORMATION

This handbook is not meant to be a total communication
system by itself.

The use of the letters to communicate with

Spanish-speaking parents is an important tool, but should be used in
conjunction with bilingual personnel if possible.

Personal contact

with parents is strongly encouraged for effective communication.
Format

The format of this handbook has been developed so that it can
be used by school personnel with limited or no knowledge of the
Spanish language.

The majority of the letters use a check system to

choose the message that is desired.
need to be added to the forms.

Spanish is used only when dates

An information sheet listing the days

of the week and months of the year can be found on the next page.
USE OF LETTERS

Many Spanish-speaking parents have some skills in using the
English Language.

If you are in doubt as to the extent of these

skills, you can print the Spanish on one side of the paper, and
English on the reverse side.

This method could be used until the

needs of the parents are determined.

The Welcome to School letter

could be explained by a child or friend who could read the English on
the back.

When using the School Supplies letter, the parent could

show the English side of the letter to communicate with the store
employee when making purchases of supplies.
Some of the English letters could be used with Englishspeaking parents.

Explanatory words under the lines, could then be

erased before printing.
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SPANISH WORDS FOR MONTHS AND DAYS

It is the writer's desire to make these letters as useful as
possible for teachers with little or no Spanish language experience.
In order to make these forms easier for you to complete, the
following information is included for your use:
Months of the year

Days of the week

January

enero

Sunday

el domingo

February

febrero

Monday

el tunes

March

marzo

Tuesday

el martes

April

abril

Wednesday

el miercoles

May

mayo

Thursday

el jueves

June

junio

Friday

el viernes

July

ju I io

Saturday

el sabado

August

agosto

September

septiembre

October

octubre

November

noviembre

December

diciembre

Days of the week and months of the year are not capitalized in
Spanish.

When writing the date, the day usually precedes the month.

(Example:

12 mayo 1992)
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(School)

(Date)

(Tpye or Print Teacher's Name)

Dear Mr. and Mrs.
I am happy that _ _ _ _ _ _ _ _ will be a part of my
(Child's Name)

classroom this year. I'm looking forward to a good year. I would like
to answer some of the questions you may have.
CLASSROOM ORGANIZATION:
In the elementary level classroom, one teacher usually teaches
all the daily subjects, such as Reading, Writing, Mathematics,
Spelling, English, Social Studies, Science, Art and Health. Physical
Education, Music and Library are usually taught by a special teacher.
If your child's classroom is not being conducted this way, you
will be informed by the teacher, and the new procedure will be
explained.
GRADING:
Most classrooms use a district wide grading system for report
cards and conferences. This is usually based on the either a letter
or number system. Our class uses the following:
____ A,B,C,D,F

(A=Superior, F=Failing)

1,2,3,4,5

(1 =Superior, 5=Failing)

The level of the child's ability and skills is taken into
consideration in the grading system.
These levels are noted on the
report card, which are sent out four times a year.

3

CLASSROOM DISCIPLINE:
Every classroom should be a pleasant place to learn. To
accomplish this, each class has their own discipline plan . The plan
for our class will be sent home the first week of school.
Please
contact me if you do not understand any part of the plan or have any
other questions.
I'm looking forward to meeting you personally in the near
future. Please come to school activities as often as possible.
Contact me if you wish to visit our class, or help in the classroom.

(Teacher's Signature)
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(Room Number)

Estimado Sr. y Sra.
Me alegreo de que
este en mi clase este
ano. Espero tener un buen ano. Me gustarfa contestar algunas
preguntas que Uds. puedan tener.
LA ORGANIZACION de la CLASE:
En la escuela primaria, generalmente hay un maestro para cada
clase. Este maestro ensena las materias de Lectura, Escritura,
Matematicas, Ingles, Estudios Sociales, Ciencias, Salud, y Arte.
Otro maestro ensena las materias de Educati6n Ffsica, Musica, y
Biblioteca.
Si la clase de su hijo/hija no es asi, el maestro les explicara
la organizaci6n.
Las Calificaciones:
El districto escolar establece el sistema de calificar para
todas las escuelas. Se usa este sistema para los informes de
calificaci6n. Se usan letras o numeros para las calificaciones.
Nuestra clase usa lo siguiente:
____ A,B,C,D,F

(A=Sobresaliente, F=Reprobado)

____ 1,2,3,4,5

(1 =Sobresaliente, 5=Reprobado)

Para calificar, se considera el nivel de habilidades del
estudiante. Estos niveles estaran escritas en el informe de
calificaci6n, que sale cuatro veces al ano.
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Disciplina de la Clase:
Cada clase debe ser un
Entonces, cada clase tiene su
durante la primera semana de
tienen otras preguntas, favor

lugar tranquilo para aprender.
plan de disciplina. Les mandare el plan
clase. Si Uds. no entienden el plan o
de llamarme.

Espero conocerlos pronto. Si es posible, vengan a las
actividades de la escuela. Si quieren visitar la clase o ayudar, favor
de avisarme.

(Ntlmero del salon)

(Firma de Maestro/a)
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HOW PARENTS CAN HELP AT HOME

You, as parents, are an important part of your child's
education. Research shows that parents' interest and involvement in
school will have a positive effect on their child's academic
progress. We will try and keep you informed about your child's
progress, and the activities at school. Letters in Spanish and a
bilingual contact person are available which will help in our
communication.
Here are some ways to help your child be a successful student:
1. Take an interest in your child's work by looking at his or
her papers. Praise work well done. Review, discuss and correct
lessons that were difficult or incomplete.
2. Establish a regular time and place to do homework.
child should develop the habit of studying at home.
3.
week.

Each

Practice the weekly spelling words with your child each
The schedule for spelling in my class will be:
Word lists will go home on _ _ _ __
Tests will be given on

4. Your child should read every day at home. When
appropriate, read aloud to your child. In some cases books will be
assigned and/or book reports will be required. Reading is an
important skill for all academic work.
5. Basic Mathematical skills need to be reviewed regularly,
both at school and at home. Your help is needed to work with your
child on the skills. Daily work and special home work will be sent
home periodically. Please go over this work with your child.
Parent help at home is essential! Your child needs to know
that you are interested in the activities and the work that he or she
does at school.
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COMO LOS PADRES PUEDEN AYUDAR EN CASA

Uds., como padres, son una parte importante de la educaci6n de
su hijo. Estudios educacionales nos dicen que el interes y la
participaci6n de los padres tienen un efecto positivo en el progreso
academico de los hijos. Nosotros trataremos de informarles del
progreso de su hijo, y tambien, de las actividades de la escuela.
Cartas en espafiol, y una persona bilingOe nos ayudaran con la
comunicaci6n con Uds.
Unas sugerencias para ayudar a su hijo/a en la escuela son:
1. Tomen Uds. un interes en el trajajo de su hijo. Revisen la
tarea, y den alabanzas por trabajo bien hecho. Si su hijo tiene
problemas con cierta tarea, revisela y corrijala.
2. Cada hijo debe de estudiar en casa.
hora y lugar para hacer la tarea.

Es importante fijar una

3. Cada semana hay palabras de ortografia. Es importante
estudiar estas palabras con su hijo. El horario de ortografia para mi
clase es:
Las palabras van a casa los _ _ _ __
El Examen sera el _ _ _ _ _ __
4. Su hijo debe de leer cada noche en casa. Tambien, Uds.
puenden leer en voz alto a su hijo. Algunas veces, su hijo tendra un
libro especial para leer, o hacer un reporte del libro. El saber leer
es muy importante para las otras materias de la escuela.
5. Es importante estudiar las lecciones de matematicas
regularmente. Su ayuda es necesaria para repasar las lecciones.
Cada dia su hijo tendra trabajo, y de vez en cuando una
tarea especial. Favor de ayudar a su hijo con este trabajo.
La ayuda en casa de los padres es esencial. Su hijo necesita
saber que Uds. estan interesados en el trabajo y las actividades que
el hace en la escuela.
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(School)

(Date)

HELLO _ _ _ _ _ _ _ _ , (Child's Name)

Welcome to the
grade! To help you
prepare for school, I have included a list of materials you will need
for my class. Please label the items with your name and bring them
with you the first day of school. Only the marked (X) items are
needed.
_ _ 1 Box of 16 or 24 crayons
_ _* _ Pencils (# 2 lead)
_ _ 1 Box colored pencils
1 Eraser
_ _* _ Ball point pens (_red _blue _black)
_ _ Felt point markers
_ _ 1 Package wide rule paper
_ _* _ Spiral Notebook(s)
_ _ 1 3-ring notebook (1 1/2 inch ring)
_ _ Please, NO Trapper Keepers
_ _* _ Peechee folder(s)
1 Pair scissors
_ _1 Ruler (12 inch)
1 Bottle white school glue
_ _* _ Glue stick(s)
1 Box facial tissues
_ _* _ Gallon Zip Lock bag(s)
1 Small box for supplies
_ _ 1 Back-pack or book bag
1 Box Multiplication flashcards

I hope you had a nice summer.

See you soon!

(Teacher's Signature)

*Teacher:

Put the number you wish the child to bring to school.
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H61a __________________ ,

j Bienvenidos al
afio! Para ayudar con las
preparaciones de la escuela, he incluido una lista de cosas
necesarias para mi clase. Favor de escribir tu nombre en cada cosa,
y traerlas el primer dia de clase. S61o nesecitas las cosas con una X
delante del nombre.

_ _1 Caja de 16 o 24 creyones
__ __ Lapices (# 2)
_ _1 Caja de lapices de colores
_ _1 Goma de lapiz
_ _ _ _ Boligrafos (_rojo _azul _negro)
_ _1 Caja de marcadores
__ Paquete de papel (tamano "Wide Rule")
____ Cuaderno con alambre (tamafio "Wide Rule")
_ _ 1 Cuaderno de 3 ojales (tamano 1 1/2 pulgadas)
_ _ NO "Trapper Keepers", Por favor
Folleto "Peechee"
_ _ 1 Tijeras
_ _1 Regla de 12 pulgadas
_ _1 Botella de pegadura
____ Barra de pegadura
_ _1 Caja grande "Kleenex"
_
Bolsa plastica grande "Zip Lock"
1 Caja para lapices
_ _1 Mochila o "back pack"
_ _1 Caja de tarjetas de multiplicacion
Espero que te hayas diverto durante el verano.
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Nos vemos pronto.

(School)

(Date)

Dear Parents,
My Name is _ _ _ _ _ _ __
(Teacher's Name)

teacher.

I am - - - - - - - - (Chi Id's Name)

I do not speak Spanish, but you may contact

at
(Bilingual Contact Person)

if you have
(Telephone Number)

questions.
Please keep this name and telephone number for use
during the year.

Also feel free to write notes to me in Spanish.

will have them translated here at school.

(Teacher's Signature)

11

Estimados Padres,
Me llama

--------

Soy el maestro/la maestra

de _________ . Yo no hablo espaiiol, pero Uds. pueden
hablar con

---------(Persona bilingGe)

a
(Numero de telefono de la escuela)

si tienen preguntas.
Favor de guardar este nombre y numero de telefone para el aiio
escolar.

Tambien, Uds. pueden escribirme cartas, y alguien las

traducira aquf en la escuela.
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(School)

(Date)

Dear Parents,

Please complete the following forms and send them to the
school with your child as soon as possible.
If you have any questions, you may contact _ _ _ _ _ __
(Bilingual Contact Person)

at
(Telephone Number)

Thank you for your help.

(Teacher's Signature)
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Estimados Padres,

Favor de completar los formularios siguientes y mandarlas con
su hijo/hija a la escuela lo mas pronto posible.
Si Uds. tienen preguntas, pueden llamar a _ _ _ _ _ __
(Persona bilingue)

a_________

Gracias por su ayuda.
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(School)

(Date)

Dear Parents,
Our normal school schedule is Monday through Friday
from _ _ _ _a.m.

to _ _ _ _ p.m.

Your child should arrive no earlier than

- - - -a.m.

and should leave immediately after dismissal in the afternoon.
Please contact the school if you have any questions.

Thank you,

(Teacher's Signature)
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Estimados Padres,
El horario normal de la escuela es de lunes a viernes, desde
las_ _ _ _de la mafiana, hasta las _ _ _ _ de la tarde.
Su hijo/hija no debe de llegar antes de las _ _ __
y debe salir inmediatemente despues del despido en la tarde.

Favor de llamar a la escuela si tienen preguntas.

Gracias,
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(School)

(Date)

Dear Parents,
There will be no school on
(Date)

School will resume at the regular hour on _ _ _ _ _ _ _ __
(Date)

(Teacher's Signature)
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Estimados Padres,

No hay clase el

El _ _ _ _ _ _ _ _ _ regresamos a las horas de siempre.
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(School)

(Date)

Dear Parents,
There will be early dismissal on
(Date)

School will be dismissed at:
School lunch:

- - - - - -o'clock.

---

Will be served.

---

Will not be served.

School will resume at the regular hour on
(Date)

(Teacher's Signature)
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Estimados Padres,
Se despide temprano de la escuela el _ _ _ _ _ _ _ __
Se despide a las : _ _ _ __
---

Sf se sirve almuerzo de la escuela.

---

No se sirve almuerzo de la escuela.

Regresamos a las horas de siempre el
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(School)

(Date)

Dear Parents,

was absent on
(Child's Name)

(Date)

Please give the reason for absence and send it to school with
your child.

Illness
Visit to the doctor or dentist
Other (Please explain below)

(Teacher's Signature)

(Parent's Signature)
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Estimados Padres,

estvuo ausente
Favor de dar la causa de la ausencia, firmar abajo y mandar
esta carta con su hijo/hija a la escuela.

Enfermedad
____ Gita con el doctor o el dentista
Otra Causa (escrfbala abajo)

(Firma)
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(School)

(Date)

Dear Parents,
Frequent absences are affecting _ _ _ _ _ _ _ _ progress
(Child's Name)

in school.

Please encourage completion of the missed work.

_ _ _ See attached assignment(s).
_ _ _See assignment sheet.

(Teacher's Signature)

(Cut here and return to school.)

understand that _ _ _ _ _ _ _ needs to complete missed
(Child's Name)

work.
I will encourage completion of the work.
_ _ I would like to discuss this matter.

(Parent's Signature)
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Estimados Padres,
Las frecuentes ausencias de _ _ _ _ _ _ ___:afectan su
progreso en la escuela.

Favor de animarle para que termine la

tarea que le falta.

___Vean Uds. la tarea adjunta.
___Vean Uds. la hoja de tarea.

···············································································································································

(Corte aqui y devuelvalo a la escuela.)

Entiendo que ________ necesita terminar su trabajo.
_ _ Le animare a mi hijo/hija para que termine la tarea.
_ _Me gustarfa hablar con Ud. sobre este problema.

(Firma)
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(School)

(Teacher)

(Today's Date)

Dear Mr. and Mrs.
(Parent's Name)

I have scheduled an appointment with you for a conference
progress in school

concerning
(Child's Name)

at - - - - -o'clock on

- - - - - - - -in

room

(Date)

Please respond below and return the form to school.
I'm looking forward to meeting with you.

(Teacher's Signature)
(Cut here)

------------------------------------------------------------- - - -Yes, we can come to the conference at this time.
____ No, we can't come at this time.
_____________i.s better for us.

(Parent's Signature)
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Estimados Sr. y Sra.
He programado una reunion con Uds. sobre el progreso de
en la escuela.
La reunion es a las

_____ , el _ _ _ _ _ _ __

en el salon numero _____ .
Favor de responder abajo y devuelvalo a la escuela.
Espero verlos en la reunion.

(Corte aqui)

___Si, podemos venir a esta hora para la reunion.
___No, no podemos venir a esta hora.
___________es mejor para nosotros.

(Firma)
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(School)

(Teacher)

(Today's Date)

Dear Mr. and Mrs.
(Parent's Name)

This notice is to remind you of the conference concerning

at - - - - -o'clock

(Child's Name)

on

- - - - - - - -in

room

(Date)

I'm looking forward to seeing you then!

(Teacher's Signature)
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Estimados Sr. y Sra.

Este aviso es para recordarles de la reunion sobre

a las

el ___ ___ ___ , en el salon numero

Espero verlos pronto.
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(Date)

(School)

class

in
(Class name)

(Student's Name)

is currently in danger of receiving a poor grade.
As of _________

Grade:

(Date)

Reasons for lack of Progress:
Student is achieving below apparent ability.
_ _ Absences are affecting school work.
_ _ Books or materials are not brought to class.
___ Assignments are not completed regularly.
Class participation is poor.
Study habits need improving.

Your assistance in this matter will be appreciated.

(Teacher's Signature)
(Please cut here)

-----------------------------------------------------------Please sign and send this part of the notice to school with
your child on the next school day.
___ I have read this and understand the problem.
_ _ _ I wish to meet with you about this problem.

(Student's Name)

(Parent's Signature)

29

(Date)

clase

en
esta en peligro de reprobar la materia.
Desde el _________

Nota:

La causa de reprobrar es:
Estudiante no esta trabajando al nivel de habilidades.
___ Ausencia afectan su trabajo.
___ No lleva los libros a clase.
_ _ No hace la tarea con regularidad.
_ _ No participa en clase.
Necesita mejorar su modo de estudiar.

Gracias por su auyda con este problema.

(Corte aquf)

-----------------------------------------------------------Favor de firmar y devuelvalo a la escuela con su hijo/hija.
___ He lefdo este aviso y entiendo el problema.
___ Quiero tener una reunion sobre este problema.

(Nombre del estudiante)

(Firma de Padre o Madre)

30

(Fecha)

(School)

(Date)

Dear Parents,
Below is a progress report for
(Child's Name)

as of
(Date)

Mathematics
Reading _ _ _ _ __
Penmanship
Spelling _________________________ _
English _________________________ _
Social

Studies

Science
Health
Please contact me if you have any questions.

(Teacher's Signature)

-- - - - - - - - - - - - - - - - ---- - - - - - - - - - - - --- - - - - - - - - - - - - - ---- - - - - - -- (Cut here and return to school)

I have seen the progress report for
(Child's Name)

(Parent's Signature)

31

Estimados Padres,
Abajo tienen un informe del progreso de
hasta
Matemat icas
Lectura
Caligrafi a _ _ _ _ __
Ortograf fa _ __
Ingles _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
Estudios

Sociales - - - - - - - - - - - - - - - -

Ci enc i a
Salud

Favor de llamarme si tienen Uds. preguntas.

(Corte aquf y devuelvalo a la escuela)

He visto el informe de

32

STUDENT GRADE REPORT

Grading System
1 or A Outstanding
2 or B Above Average
3 or C Average-Satisfactory

City_ _ _ _ _ _State_ __

Student

4 or D Below Average
5 or F Failed Minimum level
N - No Grade at this time
• - Below grade level or
Special Class

Name

Grade

Year_ __
EFFORT:
O - Outstanding
S
Satisfactory
U - Unsatisfactory

Teacher _ _ _ _ _.
Principal _ _ _ __
Academic

skills:

Quarter

Quarter
1 2 3 4

2 3 4

Attendence:

Reading .................. Skills
Effort

Days Present. ............. .
Days Absent. .............. .
Times Tardy ............... .

Penmanship ............ Ski Ils
Effort

Study Skills:

English ................... Skills
Effort

Follows directions ........ .
Completes work on time
Is neat. ........................ .
Listens to instructions ..
Uses extra time wisely.
Works independently.....

Spelling ................. Skills
Effort
Mathematics .......... Skills
Effort

Social Skills:

Health .................... Skills
Effort

Works well with others ..
Shows respect to adults.
Follows school rules ..... .
Shows self control. ...... .

Science .................. Skills
Ello rt
Social Studies ........ Skills
Effort

Grade Assignment Next Year: ___

Library .................. Skills
Ello rt

Teacher
Music .................... Skills
Effort

Next Year: ________ _

Teacher's Signature _ _ _ _ _ __

P.E. ....................... Skills
Effort
Art ........................ Skills
Effort

33

INFORME DE CALIFICACION

Sistema de Calificar:

Escuela___________

1 o A - Sobresaliente
2 o B - Superior
3 o C - Satisfactorio

Ciudad

Estado_ __

4 o D - Baja Promedio
5 o F - Reprobado
N - No hay calificaci6n ahora.
' - Abaja del nivel de la clase
o Clase Especial.

Nombre ______________ _

Grado _ _ __

Aiio _ _ _ __
Esfuerzo:
0 - Sobresaliente
S - Satisfactorio
U - No satisfactorio

Maestro/a _ _ _ _ _ _ __
Director
Academicas:

Trimestre
1 2 3 4

Trimestre
1 2 3 4

Asistencia:

Lectura .................. Aptitud
Esfuerzo

Dias Presente ................ .
Dias Ausente ................. ..
Tardanzas ...................... .

Caligrafi a............... Aptitud
Esfuerzo

Aptitudes para el estudio:

Ingles ..................... Aptitud
Esfuerzo

Sigue instrucciones ......... .
Termina trabajo a tiempo.
Trabaja con cuidado ........ .
Escucha bien ................... .
Hace buen uso de! tiempo.. _ _ _ _ _
Trabaja independientemente_ _ _ __

Ortografia .............. Aptitud
Esfuerzo
Matematicas ........... Aptitud
Esfuerzo

Aptitudes Sociales:

Salud ...................... Aptitud
Esfuerzo

Trabaja bien con otros.....
Respeta a las adulto.........
Sigue las reglas de la clase
Demuestra control...........

Ciencia ................... Aptitud
Esfuerzo

________ _
______ _
_______ _
________ _

Estudios Sociales.... Aptitud
Esfuerzo
Afio escolar pr6ximo: _ __

Biblioteca ............... Aptitud
Esfuerzo

Maestro para el afio pr6ximo: _ _ __
Musi ca ................... Aptitud
Esfuerzo

Firma de! maestro/a_ _ _ _ _ _ __

Educaci6n Fisica ...... Aptitud
Esfuerzo
Arte ....................... Aptitud
Esfuerzo

34

(School)

(Date)

Dear Parents,
_ _ _ _ _ _ _ _ _ has not turned in assigned work in the
(Child's Name)

following areas:
Mathematics
____ Reading __________
____ Penmanship _ __
____ Spelling
____ English
____ Social

Studies

Science
Health
____ Other:

See Attached sheet(s).

Please encourage your child to complete this work.

(Teacher's Signature)

-- -- - --- - - - - - - - - - - - -- - - - - - - - - - -- - - - - - - - - - - - - - - -- - - - - - - - -- - - (Cut here and return to school)

I am aware that _ _ _ _ _ _ _ _ has not completed work.
(Child's Name)
(Parent's Signature)

35

Estimados Padres,
_ _ _ _ _ _ _ _ _ no ha entregado el siguiente trabajo:
Matematicas
____ Lectura
____ Caligrafia ___________________________ _
____ Ortog raff a ____________________________ _
____ Ingles _______________________________ _
____ Estudios

Sociales

Ciencia
Salud
____ Otro:

(Vean Uds. la hoja adjunta)

Favor de animar a su hijo/hija para que termine su trabajo.

(Corte aquf y devuelvalo a la escuela.)

Entiendo que _ _ _ _ _ _ _ _.no ha terminado su trabajo.

(Firma)

36

(School)

(Date)

Dear Parents,
Your child tried his/her best today to complete the attached
work but is having difficulty.

Could you help him/her to complete

this work tonight as homework and sign and return it to school
tomorrow?
Thank you for your help and support in this area of your child's
education.

(Teacher's Signature)

(School Telephone Number)

Parent's Signature

37

Estimados Padres,

Su hijo/hija trat6 lo mejor para hacer el trabajo de hoy, pero
tenfa dificutades. ~Pueden Uds. ayudar a terminar el trajabo adjunto
esta noche come tarea?

Favor de firmar este aviso y devuevalo

manaiia con su hijo/hija.
Gracias por su ayuda en esta parte de la educaci6n de su
hijo/hija.

(numero de telefono de la escuela)

Firma de padre o madre:

38

(School)

(Date)

Dear Parents,

Your child chose not to use his/her time wisely today during
class.

The attached work will need to be completed tonight as

homework.

This sheet should be signed and returned to school

tomorrow.
Thank you for your help and support in this area of your child's
education.

(Teacher's Signature)

(School Telephone Number)

Parent's Signature

39

Estimados Padres,

Su hijo/hija eligi6 no usar su tiempo prudentemente hoy en
clase.

Es nesesario terminar el trajabo adjunto esta noche c6mo

tarea.

Favor de firmar este aviso y devolverlo manaiia con su

hijo/hija.
Gracias por su ayuda en esta parte de la educaci6n de su
hijo/hija.

(numero de telefono de la escuela}

Firma de padre o madre:

40

(Date)

(School)

Dear Parents,
Our class is studying the following Math topics:
Recognizes numbers from 1-20.
Counts from 1-20.
Counts by 5's (5,10,15,20---).
Writes numbers correctly.
_ _ Recognizes basic shapes.
Time.
Identifies coins.

(penny, nickle, dime ---)

Identifies patterns.

Attached is a sheet that will give you an example of the work
we are doing.

Please encourage your child to study these skills at

home.
Thank you for your help!

(Teacher's Signature)

41

Estimados Padres,
Nuestra clase esta estudiando los temas siguientes de
matematicas:

Conocer numeros de 1-20.
Contar de 1-20.
_ _ Contar por 5 (5, 10, 15, 20---).
Escribir los numeros.
Conocer figuras.
Leer la hora.
ldentificar monedas de 1, 5, 10, 25 centavos.
_ _ ldentificar pautas fijas.

Un ejemplo del trabajo esta adjunto.
hijo/hija estudiar en casa.
Gracias por su ayuda.

42

Favor de animar a su

(Date)

(School)

Dear Parents,
Our class is studying the following Math topics:
Addition facts from 1 to 10.
Subtraction facts from 1 to 10.
__ Adding 2 and 3 digit numbers.
_ _ Subtracting 2 and 3 digit numbers.
Basic multiplication facts.
Time.
Geometric shapes.
Measurement.
Place value.
__ Money.
Attached is a sheet that will give you an example of the work
we are doing.

Please encourage your child to study these skills at

home.
Thank you for your help!

(Teacher's Signature)

43

Estimados Padres,
Nuestra clase esta estudiando los temas siguientes de
matematicas:
Sumar numeros con 1 al 1o.
Restar numeros con 1 al1 o.
_ _ Sumar numeros con 2 y 3 dfgitos.
__ Restar numeros con 2 y 3 dfgitos.
_ _ Tabla de multiplicar (multiplicaci6n).
Leer la hara.
_ _ Figuras.
Medidas.
Dinero.
Otra cosa.
Un ejemplo del trabajo esta adjunto.
hijo/hija estudiar en casa.

Gracias por su ayuda.

44

Favor de animar a su

(Date)

(School)

Dear Parents,
Our class is studying the following Math topics:
_ _ Addition of 3 or more digit numbers.
Subtraction of 3 or more digit numbers.
Basic multiplication facts.
Basic division facts.
Multiplication of 2 or more digit numbers.
Division of 2 or more digit numbers.
Fractions.
Geometry.
Measurement.
Attached is a sheet that will give you an example of the work
we are doing.

Please encourage your child to study these skills at

home.
Thank you for your help!

(Teacher's Signature)

45

Estimados Padres,
Nuestra clase esta estudiando los temas siguientes de
matematicas:
__ Sumar numeros con 3 o mas digitos.
Restar numeros con 3 o mas digitos.
Tabla de multiplicar (multiplicaci6n).
Tabla de dividir (division).
Multiplicar numeros con 2 o mas dfgitos.
Dividir numeros con 2 o mas digitos.
Fracciones.
Geometria.
Medidas.

Un ejemplo del trabajo esta adjunto.
a su hijo/hija estudiar en casa.

Gracias por su ayuda.

46

Favor de animar

(School)

(Date)

Dear Parents,
I am proud of _ _ _ _ _ _ _ _ _ efforts in school!
(Child's Name)

Has a positive attitude.
_ _ Completes work on time.
Strives to do his/her best.
Is helpful to others.
Respects self, peer and adults.
_ _ Has shown improved behavior.
___ Has shown improvement in work.

Your child should be proud of his/her efforts!

(Teacher's Signature)

47

Estimados Padres,

'I Estoy muy orgulloso/a del esfuerzo de
en la escuela!

Es muy positivo/a.
_ _ Termina el trabajo a tiempo.
_ _ Trata de hacer su mejor trabajo.
_ _ Ayuda a otros.
_ _ Respeta a simfsmo/a, a los compafieros, y a los adultos.
___ Su comportamiento ha mejorado.
___ Su trabajo ha mejorado.

j Su

hijo/hija debe de estar orgulloso/a de su esfuerzo!

48

(School)

(Date)

Dear Parents,
efforts in Mathematics!

I am proud of
(Child's Name)

_ _ Completes work on time.
Uses good thinking skills.
Has learned a basic skill.
___ Works independently.
Listens effectively.
___ Works neatly.
_ _ Grade shows improvement
_ _ Test scores were high.

Your child should be proud of his/her new skills!

(Teacher's Signature)

49

Estimados Padres,

•I Estoy muy orgulloso/a del esfuerzo de _ _ _ _ _ _ __
en las matematicas 1.

_ _ Termina el trabajo a tiempo.

- - Piensa con cuidado.
_ _ Ha aprendido la lecci6n.
Trabaja independientemente.
---

Escucha bien.

_ _ Trabaja con cuidado.
_ _ Ha mejorado su nota.
_ _ Sali6 muy alto en el ultimo examen.

iSu

hijo/hija debe de estar orgulloso/a!

50

(School)

(Date)

Dear Parents,
I am proud of _ _ _ _ _ _ _ _ _ efforts in Reading!
(Child's Name)

Reads well orally.
_ _ Understands what he/she reads.
Has improved reading skills.
Uses good thinking skills.
___ Works independently.
--

Reads more at home.

___ Grade shows improvement.
_ _ Completes work on time.

Your child should be proud of his work in reading!

(Teacher's Signature)

51

Estimados Padres,
•

I Estoy muy orgulloso/a del esfuerzo de

en lectura!

--

Lee bien en voz alto.

_ _ Entiende lo que lee.
_ _ Ha mejorado como lee.
--

Piensa con cuidado.
Trabaja independientemente.

--

Lee mas ahora en casa.

_ _ Ha mejorado su nota.
___ Termina trabajo a tiempo.

·,su hijo/hija debe de estar orgulloso/a de su progreso!

52

(School)

(Date)

Dear Parents,
I am proud of _ _ _ _ _ _ _ _ _ efforts in my class!
(Child's Name)

___ Completed an important project.
Improved his/her skills.
---

Observes class rules.
Listens effectively.

___ Works independently.
_ _ Completes work on time.
_ _ Is pleasant and cooperative.
Your child should be proud of his/her work in:
___ Music

Art
___ Computers

Physical Education
Library

(Teacher's Signature)

53

Estimados Padres,
'rEstoy muy orgulloso/a del esfurzo de _ _ _ _ _ _ _ __

en mi clase!

_ _ Termin6 con un proyecto importante.
___ Mejor6 su trabajo.
_ _ Obedece las reglas de la clase.
___ Escucha bien.
Trabaja independientemente.
_ _ Termina el trabajo a tiempo.
___ Es agradable y cooperativo/a.
Su hijo/hija debe de estar orgulloso/s de su trabajo en:
Arte

Musica

Computadoras

- - Educaci6n Ffsica
Biblioteca

54

(Date)

(School)

Dear Parents,
_ _ _ _ _ _ _ _ _ _ _ has been misbehaving at school.
After talking with him/her, the following behavior still continued:
Is disrespectful to school adults.
Is disrespectful to peers.
Has disrespect for school property.
Fights.
Uses bad language.
___ Frequently breaks playground rules.
___ Frequently breaks classroom rules.

Please help me in encouraging an improvement in behavior.

(Teacher's Signature)

Please call for a conference.
- - -- -- --- - - - - - - - -- - - - - - - ---- - - - -

--- - - - - - - - ----- - - - - --- - - - - - -

(Cut here and return to school)

I understand that __________i,s misbehaving,
(Child's Name)

and I will help encourage a change.

(Parent's Signature)

55

Estimados Padres,
_ _ _ _ _ _ _ _ _ _ _ nose ha portado bien.
Despues de hablar con el/ella, su mal comportamiento sigui6:
___ No respeta a los adultos.
___ No respeta a los compaiieros.
_ _ No respeta las posesiones de la escuela.
Pelea.
Usa maldiciones.
_ _ No obedece las reglas del recreo.
_ _ No obedece las reglas de la clase.

Favor de ayudar con un cambio de este compartimiento.

_ _Favor de llamar para una reunion.
- - ---- --- -- - - - - - - - - - - - - -- -- - - - - - ---- - - - - - - - - - - - -- - - - - - - ----(Corte aqui y devuelvalo a la escuela)

Entiendo que _ _ _ _ _ _ _ _ _ se esta portando mal,
y le hablare.

(Firma)

56

(School)

(Date)

Dear Parents,
has misbehaved several times at
school

___today,

___this week,

___this quarter.

Therefore,
He/she served detention during school today.
He/she must serve detention after school,
from ___ to ____
(Time)

(Date)

Please talk to your child so that this problem will not happen again.

(Teacher's Signature)
(Cut Here)

DETENTION
Please sign and return this part to school on the next school day.
_ _ _We have read this notice.
___ We wish to have a meeting with you about this problem.

(Parent's Signature)

(Student's Signature)

(

57

(

Estimados Padres,
_ _ _ _ _ _ _ _ _ se ha portado mal varias veces en la
escuela

___ hoy,

___esta semana,

_ _este trimestre.

Entonces,
_____ El/Ella cumpli6 detenci6n durante la escuela hoy.
_____ El/Ella debe cumplir detenci6n despues de clase.
de ___ a _ _ __
(Fecha)

Favor de hablar con su hijo/hija para que esto no occurra mas.
Gracias por su ayuda.
(Corte aqu0

DETENCION

Favor de firmar esta parte y devuelvala para el pr6ximo dfa escolar.
___.Hemos leido esta carta.
___Queremos tener una reunion con Ud. sobre este problema.

(Firma de padre o madre)

(Firma de estudiante)

58

(School)

(Date)

Dear Parents,
You are invited to visit our school for the following event:

_ _ PT A Meeting

Open House
Special Program

PAC Meeting

Musical Program
Meeting for Parents Only

Date:
Time:
Place:
Child care will be provided.
Child care will not be provided.

I hope to see you there!

(Teacher's Signature)

59

Estimados Padres,
Les invito a Uds. a venir a la escuela para esta actividad:
Noche para Padres

Reunion de PTA

Programa Especial

Reunion de PAC

Programa de Musica
Reunion para Padres (no nifios)

Fecha:
Hora:
Lugar: ________

- - - Se cuidan nifios.
___ No se cuidan nifios .

•
( Espero verlos!

60

(School)

(Date)

Dear Parents,
I would like _ _ _ _ _ _ _ _ _ to stay after school
(Child's Name)

until

on
(Date)

(Time)

He/she needs to:
Complete unfinished work.
___ Work on a special project.
_ _ Help in the classroom.
Sport or physical education activity.

Thank you for your cooperation.

(Teacher's Signature)

-----------------------------------------------------------(Cut here and return to school)

_________ .has my permission to stay after school.
(Child's Name)

on
(Parent's Signature)

(Date)

61

Estimados Padres,
Me gustarfa que _ _ _ _ _ _ _ _ _ se quedara despues de
la escuela el

hasta las

El/Ella nesecita:
___Terminar su tarea.
___Trabajar con un proyecto especial.
--~Ayudar en la clase.
___Actividad deportiva o educaci6n ffsica.

Gracias por su cooperaci6n.

(Corte aquf y devuelvalo a la escuela)

_________tiene mi permiso para quedarse despues de

la escuela el _ _ _ _ _ __

(Firma)

62

(School)

(Date)

Dear Parents,
Our class is having a special classroom activity on:

(Time)

(Date)

The Activity is:
_ _ _Guest Speaker or Group
____ Class

Project

- - - -Class Performance
Money needed?

No _ _

Yes

Parent help needed? No

---

Amount $ _ __

Yes _ __

Please let me know if you will be available to help.

(Teacher's Signature)
(Cut here and return to school)

Yes, I will be able to help with this activity.

(Parent's Signature)

63

Estimados Padres,
Nuestra clase va a tener una actividad especial:

La actividad es:
____Cierta Persona o Grupo lnvitado
____ P,royecto de la Clase
____ Representaci6n de la Clase

Se necesita dinero.

No

Si

Se necesita ayuda.

No

Si,_ _

Cantidad $ _ __

Favor de avisarme si Uds. pueden ayudar.

(Corte aqui y devuelvalo a la escuela)

___Si, puedo ayudar con esta actividad.

(Firma)

64

(School)

(Date)

Dear Parents,
There will be a field trip to
(Place)

on
(Date)

Departure time:
Transportation:

Return time:
- - -School

Bus

___ Walking

- - -Private Cars
_ _.No

Sack lunch: - -Yes
Money:

School Telephone: _ _ _ _ _ _ _ _ _ __

(Teacher's Signature)
(Cut here)

Please complete this form and return it to school.
____________ has my permission ( _Yes
(Student's Name)

to attend the field trip on
(Date)

(Parent's Signature)

65

_No)

Estimados Padres,
Nuestra clase ira de excursion
el

para un viaje de clase.

Hora de salida:
Transportacion:

Hora de regreso:
Autobus de la escuela
___ Caminar
_ _Coches privados

Se necesita traer un almuerzo: - -Sf

_ _No

Dinero:
Numero de telefono de la escuela

(Corte aqui)

Favor de llenar este aviso y devuelvalo a la escuela.
____________t.iene mi permiso ( _Sf

para ir a la excursion el
(fecha del viaje)

(Firma)

66

_No)

(School)

(Date)

Dear Parents,
We will have a class party on
(Date)

Please sent $_ _ _ _ for treats.

Please furnish a drink for _ _ _ _ _ _ students.

Please furnish a treat for _ _ _ _ _ _ students.

If you have any questions, please contact
(Bilingual Contact Person)

at
(Telephone Number)

Thank you for your help.

(Teacher's Signature)

67

Estimados Padres,
Tendremos una fiesta en clase

___ Favor de mandar $ _ _ _ _ para dulces.

___ Favor de mandar una bebida para _ _ _ estudiantes.

___ Favor de mandar dulces para ____ estudiantes.

Si tienen Uds, preguntas, pueden llamar a _ _ _ _ _ _ __
(Persona bilingOe)

al
Gracias por su ayuda.

68

(School)

(Date)

Dear Parents,
School pictures will be taken on
(Date)

These pictures may be purchased.

Please see the attached price
at

sheet or call
(Bilingual Contact Person)

(Telephone Number)

if you have questions.

(Teacher's Signature)

69

Estimados Padres,
Sacaran las fotos escolares el
Se pueden comprar estas fotos si quieren.

Los precios estan en la
al

hoja adjunta o llamen a
(persona bilingOe)

si tienen Uds. preguntas.

(
"<,_

70

(Date)

(School)

Dear Parents,
Our school library is available to all students.

Your child may

check out books each week at the regular library day for our class,
or during free time when the library is open.
Reading books is an important part of the reading program of
our school.

Please set a time for your child to read books on a

regular basis at home.
Books are usually borrowed for a period of ____ week(s).
Please return the books when they are due, or on our regular library
day, _ _ _ _ _ _ _ _ _(Day of the week).
It is important that the books are handled carefully and kept in
a safe place at home.

Please remind your child that it is his/her

responsibility to care for the books.

If a book is lost or damaged,

please contact the school as soon as possible so that a replacement
can be ordered. Happy reading!
(Teacher's Signature)

71

Estimados Padres,
Todos los estudiantes pueden usar la biblioteca de nuestra
escuela.

Su hijo/hija puede sacar libros cada semana durante el dia

regular de nuestra clase, o durante el recreo cuando esta abierta la
biblioteca.
Una parte muy importante del programa de lectura para
nuestra escuela es leer.

Es importante tener una hara fija

diariamente para leer en casa.
Se pueden sacar libros por ____semana(s).
devolver los libros a tiempo.

Se necesita

Nuestra clase va a la biblioteca cada

Es importante cuidar los libros mientras que esten es su casa,
y guardarlos en un lugar seguro.

Su hijo/hija tiene la

responsabilidad de cuidar los libros.

Si pierde el libro, o lo dafia,

favor de avisar a la escuela para que se pueda comprar otro libro
igual.

Que se diviertan con la lectura.

72

(School)

(Date)

Dear Parents,
has the following library book(s)
(Child's Name)

overdue.

Please help your child to remember to return the book(s) as

soon as possible.

Name of Book(s)

Thank you for your help.

(Teacher's Signature)

73

Estimados Padres,
___________ no ha entregado sus libros de la
biblioteca.

Favor de auydar a su hijo/hija en devolver los libros, lo

mas pronto posible.

Nombre de los libros:

Gracias por su ayuda.

{

74

(School)

(Date)

Dear Parents,
_ _ _ _ _ _ _ _ _ _ _ has lost the following book(s).
(Child's Name)

Name of Book(s)

If you cannot locate the book(s), please send the replacement
cost as soon as possible.
(Teacher's Signature)

(Cut here and return to school)

I am aware that _ _ _ _ _ _ _ _ _ _ lost a book(s).
(Child's Name)

_ _ Book(s) returned.
_ _Money enclosed.
(Parent's Signature)
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Estimados Padres,
_ _ _ _ _ _ _ _ _ _ _ ha perdido los libros siguientes:

Precio

Nombre del libro

Si no pueden encontrar los libros, favor de mandar el dinero
para comprar otros libros.

(Corte aqui y devuelvalo a la escuela)

Entiendo que _ _ _ _ _ _ _ _ _ _ _ ,perdi6 los libros.
Devolvimos los libros.
_ _ Pagamos por los libros (aquf tiene el dinero).

(Firma)
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